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TWO APPROACHES'

TO

FAIR PRACTICE IN POSTSECONDARY EDUCATION
'

with .foreWord by

JOAN S. STARK

DireCtor, Project CHOICE

f

0

f.

1

,These two approaches toffair practices in pOstsecondary education, one

by the American Council en Education,. the other by the American Institutes

fors Research under cont act to the Office of Planning, Budgetinb'and

Evaluation of U.S.O.E are distributed in'the public interest by Project

CHOfCE,,supported by he Fund for the Improvement of Postsecondary Education

under Grant No. GOB 70133). The-American Council on -Education document

is not copykghte _end disspination is encouraged. Permission was'originally,

obtained for rep oductjon of the AIR list in a book entitled The Many Faces

of Educational onsumerism, D.C. Hearth, 1977. This composite is astributed

t at cost of re roduction by CHOICE.
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TWO APPROACHES TO FAIR PRACTICE IN POSTSECONDARY EDUCATION

The types of information supplied to prospective postsecondary students
,

have received much recent attention, as have other business and educational

relationships between students and institutions. Based on a slibstahtial fiscal

interest in how well students invest public monies ,through their choices among
. %..

,institutlons, Congi-ess has criticized the "adVertising practices" 4f some schools:

. .. .

and has passed laws th at attempt to guarantee that appropriate information on

! .
. . 1-

colleges will be available to students prior to their enrollment. Government

agekies that view tough rules for colleges and schodls as necessary to protect

students have based their regulations on some institutional practices that have

been judged "unfafr" in their treatment'of students' interest. izeable govern-

ment contracts continueto be a4arded to research agencies for investigating
,

actual and potential educatiOnal malpractice apd recommending soluttions.

In response, postsecondary institutions and their representative associa-
,

tions have maihtained that only clearly fraudulent eTucational organizations

should be controlled by the federal,gm(ernment. Although acknowledging that
a

information practices for.studenfs may be in heed of improvement, the colleges
a

- ...,
..

. .

hold that this is best done by voluntary efforts at.the'local level. Higher
-,

education associations and groups of experimenting colleges (sometimes with

.financial encouragement fromother\government agencies) have attempted to develop
(

models for good practice. Additionally, they have issuedlcheckl*sts of things

6
institutions should be encouraged to do on their, own initiative to improve the

fairness of their operating procedures, including advertising of, programs and

services. This approach assumes that postsecondary education institutions are

interested in students' welfare.

"OD
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For.your information, CHOICE has'enclosed documents that illustrate these

two approaches:. one based on regulation of potential and actual abuse, and tFe

other on good practice standards for institutions.

N

New Expectations for Fair Practice, a document distributed by the American

CaUncil on Education (ACE), takes the position that traditional practices that

govern colleges.' .relations with students may need reexamination in 44ight of

changing times and public demands. The booklet provides general .guidelines to

assist institutions in undertaking.this selfrreview of current infolmotionai

practices And other areas! The booklet is suggestive rather than prescriptive.

.

The second document lists fOurtden types of alleged and potentially abusive

(-institutional policies and practices compiled by the American Institutes for

. .., ,

Research (AIR) from a study of complaints fi'ed by students with federal agencies.
4

.
. .

Based on this list, AIR has submitted to the U. . Office of Edutation's
0

Office

of planning, Budgeting and Evaluation a rating system which could be used to asses$

the "con'sumer protection practices" of colleges, Ilniversities, and proprietary

vocational", schools. The system includes self-",reports by institutions and'external

validation of the' reports by randomly selected students. fhe same list' of

alleged abuses has been-used in a study of legislation in the,Various state's which

resulted in recommendations for strengtheni/n state'attentidn to institutional

monitoring.

CHOICE was established in the belief that, among diverse postsecondary

lnstitutfons, efforts to provide fair practice and com'rehensive information) for

students are most profitably undertaken at the institutional level. Furthermore,

we view the institutional self-study involyed in reviewing a college's infot- -

mation, academic, and business practices as valuable to both colleges and, students.

,Consequently, we favor the ACE approach that encourages institutions to consider

whether,'and in, what way, current practices should be revised. We believe that]

5
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most
, 0

intendcolleges ntend to provide good information for student choice;
I/

nevertheless, there is usually room for improvement. Although yie

4

prefer the " l i s t of good practices" used as a model to the "list of

abuses!' used as. a stick, both may provide useful checklists for on- campus

deliberation. In any case, colleges shoul/d be aware that both

approalches have proponents in Washington.

February, t978

f

t

6

-Joan S. Stark
Director
CHOICE
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CATEGORIES AND EXAMPLES OF POTENTIALLY ABUSIVE

INSTITUTIONAL POLICIES AND PRACTIMk

A

Source: American Institutes for Researth'in the Behavioral Sciehces

1 't .

Pal6 Alto, California 4,

O

.
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ITource -American Institutes for Research in the Behavioral Sciences,

Palo 'Alto, California

Categories and Examples of Potentially Abusive

Institutional Policies and Practices

A. Refund Policies and Practices

1. Institution does not have a written refund policy for fees or charges
collected or Obligated in advance of enrollment pr class attendance.

2. Written refund policy is not publicly disseminated to students'and

prospective students.
re-

3. Written refund ppqicy does not/tell students-how to obtain refunds.

,4. Written refund policy does not provide for at least partial return of

student fees or charges based on the amount of instruction the student
has had the oppOrtunity to receives

5. Written refund poliCy does,not speCify the maximum time allowed betvieen

the receipt of a'valid refund request and the issuance of a refund.-

B. ,Advertising Practices

e

1. Institution uses:' .

v(f. ,

(a) advertisements in "help wanted" section of newspapers, pseudo "Talent''

contests;
.

. %
.

. .

(b) testimonials or endorsements.by actors who did not attend the .
.

ution; or ,
,

, w

(c) limited time "discounts," to 'attract enrollees:

. t
. .

..
. ...---

.
0

2. Advertising of the institution guarantees ok implies that completion of

.an education or training program will lead to employment. ,

NJ

3. Institution's advertiSing implies that

s.

(a) has sppcja4-ties o, connections with emplOyrs which it does,not in
fact have;

(b) offers full or partial scholarships, when in fact it offer's only loans '

or deferred tuition;

(c) has recognized experts on teaching faculty who in fact rave no

teaching responsibilities; or

(d) offers a "superior" educational 'program when in fact thete.is no
comparative evidence fo support the assertion.

s
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C. AdmisSion Practices

1. Institution employs ad 'ssions representatives whose compensation pr

salary is dependent wholly or in p-Ft on dir'ect commissions basecron

number of students enrolled,.

2. institution does not have a W-itten.policy,governing recruiting and/or

.
admissiog, practices.

kg

3. Written-recruiting/admissions pOlicy does not contain:

(a)any prohibitions against unethical practices such as the "bait d

switch" or the."negative sell";

(b) a requirement that 'all prospective students talk to a representative

of theinstitution at the school prior to enrolling; or

, (c) a requirement that all lanrollees sign an agreement which describes

. ,
complete costs, payment requirements,*and educational services to be

4' provided by'the institution.
. . .

4. Institution does riot provide remedial instruction in basic skills for
.

.

students who are admitted without meeting stated admissions requirements.

D. Instructibnal Staff Evaluation Policies

1. Teaching competence is.not included as ore criterion in formal salary,

and/or tenure and/or ra7k review policies..,

2. Evaluations of teahcin9 competence do not include regular, anonymous

ratings by students.

'E. Disclosure in Written 6tuments -'Q'
_

I *

.

Failure to disclose any of the'followin9 in a general catalog, bulletin,

or other basic infbrmation document:

(a) name and address of school..

(b) date Of publication_of the docdme4T.-
,$

r-

(c) school"calenda lr including beginning and ending dates of classes and

programs, holidays, and other dates of importance.`

(d) a statement of institutional

(e) &brief description 0 the school's physical facilities.

-(f) an accurate list of all courses actually offered.

,(g) an indication of when specific courses,will not be offered.

(h) educational content'of'each course. -

(i) number of ho0s of i structior in each course and length of time in .

hours, weeks'or mo hsbnormally required for its completion.'

9
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(j)..an accurate listing of faculty who currently toach.
P

(k) an indication of the.distinction betwelep adjunct or part-time faeUltY

and full-time faculty.
\'

(1) policies and proc6dures regarding accepta4ility of credits from

other institution.

\(m) general aueptability by other institutions of credits earned at

this institution.

(n) reduir.en*nts for graduation.

(o) statement of certificates, diplomas, or-degrees awarded upon graduation.

(p).statement of all charges for which a student maybe heTiLresponsible.

(q) financial aid programs actually available to studgnts.,

(r) limitations on eligibility for financial aid programs.

(s) grading system.

(t) policies relating to

((1) tardiness
(2) absentes
(3) make-up work
(4) student condut,

.

(5) termination
(6) re -entry after termination

(u) student fee increases inii?es's of $25 that are planned wi

nextvear.

(v) for student loan applicants:

2
CF. Student Orientatio F?rocedures

(1) the effective annual loarinterest rate'
'(2) loan repayment obligations -

(3) loan repayment procedures
(4) time allowed for repayment
(5) deferment or cancellation provisions, if any
(6) collection procedures which might be applied in the_event of

failure to repay' *4'

in the

1. The institUtion does not conduct a forhal orientation program for newly

enrolled students.,,

2. Failure to include in this orieaationIthe following:

X

(a) oral presentations or written documgnts prepared by students who have
been previously enrolled at the institution.

(b)sinstructions on how and where to voiOstudent Complaints and
grievances.,

JO
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. (c, information on how and where-to apply for student financial aid.

)-

9. Job Placement Services and Follow-Through 1, , )
; % ..

,

. .
.

1. In the even the institution claiths to have a job placement service,

this service d es not in lude the following Ipsectsi

(a) notification
t

o fee barged, if this is'the case. ,

. .

,(b)'formal training in oh--seeking,and job-holding skills.

\ - .
. .,

, (c).contacting prospect iv employers to develop potential jobs.

k j

(d) making job interview app intments for individual students, includ ing.

thoge seeking par -time employment and recent graduates.

. 2. In the event the ins itbtion cAi s to have a jobiplacement service, the

service is confined ryry td such s vices as distributing ''Help wanted"

ads,from newspapers r referrdl to a commercial placement service.

. ., . . .

3. The institution does not regularly coli a follow-up data on the employment

success of former students who did not duaterecght,graduates, and/or.

longer term graduates,
,

.
a 1

H. Recordkeeping Practices

1. The institutiob does not maintain the following "tems in its individual

student records: -/ /

. (a) total fees paid by the student.

'(b) courses taken and completed.

'(c) academic credits, grades earned.

L

(d) financial aid mounts
/

including loans",if any, acfuallyrecei-ved

by student and date of his/her receipt.

2. Institution does not have a written policy and acival procedures for
maintaining individual student access to riecords for a peri'bd of at least

twoyears following his/her departure from the institution, regardless of

the operating status of the institution. .

I. ,Turnover of Instructional Staff

1. Instructional.staff are repeatedly replaced,°in the same sections/courses,

after ihstructio0 has begun. .
.

.-

2. Instructional staff are repiked in two or m re -sections /courses after

instructioI has begun. ,

J. Representation of Chartered, Approveld; or Accredited Status .k

,.

1.`The ihstitution fails to disclose to sutdents and prospective students
the fact($) of limitation(s) or sanction(s) for,noncompliance with

i designated standar6 imposed by4dcal, state,
...or

federal government

agencies, if any exist.
11,

,



2. The public repre'sentations of -the institution fail to distinguish

between (e.g:, list separately, with.appropriate explanations) insti-

tutional accreditation, specialized or pi.ofessional program accreditation,

state'VA-approving .agency h.urse a r val, and state chartering apd

licensing, if\any are present.

K.' Financial Stability
(

-

1. 'If the AnWtution is not publicly-supported, it does not have the

following:

(a) an endowment or retained earnings fund to pay current operating

expenses if they are not covered by student tuition receipts..

,

(b) a reserve of funds sufficient to pay out tuition refunds as students

make,legitimate requests for them.

2. The'institution's ftnancial records and reports are not annually subjected'

.toa certified audit.

L. Instructional.Programs in Occupational,- Professiohal Preparation Areas

1. The institution does not maintain curriculum advisory committees which

include representatives of potential employers in each occupational/

.prOfessional area for which instruction is offered.

2. The institution does not provide the following, when they are required

for employment clf,graduates in ao occupational /professional aTea:'

(a)4specialized/professonal program accreditation.

(b) training.in the use of basic'.tools and equipment. ,

(c) internships and/or supeiwted practice on the job.

(d) internships and/or supervised'Oracticeln simulated job situations.

.

(e) instruction on topics necessary for state or professional certifi-

cation of-graduates. .,

. .
.

The institution does not ±equire a semiannual review of the relevance
i

and timelines of OccupatiOnal/prbfessional curricula.
O.

,
. -.

Instructional Equipment and Facilities in Occupational /Professional Preparation

Areas-
\-r

1.1 The institution does not maintain advisory committes on instructional

-equipment and facilities.which include representatives of potential

. employers in each bccupational6rofessional area for which instruction

is ,offered.

2, The institution does pot annually budget and expend funds for replacing

worn.or outdated instructional equipment in each occupational/professional

area for which instruction is offered.

-

.

1 2



N. Attrition andLoan Default

1. The institution does not annually calculate the rate of attrition for
entering (first-year) ttudents in each identifiable prdgram or

curriculum area

2. If it is a participant in the National Direct Student Loan Program or
--is a lender inthe Federally Insured Student LoanPrograili, the

institution does not annually calculate the rate of default on its

student

f

4 I-
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FOREWORD

.

The issue of fair practice in.postsecondary educatiOn has received consider-

' ableattention'recently, in,the context.ofbroad allegations that catalog state-.

ments misrepresent actual offerings, that obligations arb, not fullydis-

closed, and that the legitimate rights of ttudents are ignored. Federal officials,

prompted by reports of tte fpudu4pt use of federal studentTassistande funds, have
already promulgated regulations requiring that poefsecondary institutions follow

6 cerflin practices with respect to tuition refunds and information disclosure.

'fther regulations and actions have been proposed.

The American Council on Education 'supports and affirms the need for fair-

practice and for accurate, effective communication in insttiutional behavior

toward, students. We believe that instances of poor practiceshouldbe corrected

and, further, that problems of ineffective or outinoded Rractite An best be 'cor-

rected by voluntary initiatives on-the part of the academic institutions them=

selves. Governmental action sholAd be directed toward.the relatively few cases

of fraudulent or criminal abuse that call for governmental penalties, both civil

and criminal. f'

"1, t. In light of changing expectations about fair practice, aavariety of volun-

tary,initiatives are now needed, and the Council urges that at institutions
systematically review their current procedures andr where necespary, improve .

them so as to ,ensure fair treatment for student'. We are also asking the Coun--

cil on Postsecondary AccreditatAbn to take the lead in developing a model code

of good practice that might be applicable to all collegesand universities as

a statement of an institution's responsibilities toward its stud ts. In the

interim, this, paper has been prepared to assist in the proc ss o nstitutional

review: It offers some perspective on the issues and some xautpl of good

practice. While recognizing'wide v4iation in institutional co tions and

customs, we hope that each institution can usefully adapt these exauiles to

its own circumstances through a thorough and conscientio'us reassessment of

current practice.,

4tr
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Roger W. Heyns, President
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Colleges and universities liave..ltraditionallii developed a variety of pro -

educes to help students got the mose'frOm their 'postsecondary educatior; et-

perience. Some practices -- such,as,freahman orientation sessions, academic

'advising, and student handbooks 4 ate virtually universal. Other mechanisms --
)

such as campus hot-lines, ombildsmen, and "drop -in" counseling centers -- have

been developed in response to pdrticular institutional conditiohs.

Whether these and Other existing practices meet the present-day needs\and

AR

expectations of students is,'however, increasingly being called into question.

Some observers claim that colleges and universities are failing to provide suf-

,

1,

ficient information to.prospective students. Alleged instances of misleading,

information or neglect of student rights have been widely publicized. Moreover,'

,
ibecause of job-market uncertainties, institutions are under pressure'to provide

.

,
1

information on employment prospects in each field of study. Student- initiated' , '

,

,

lawsuits,.as well as complaints directed to state officials and legislators,

raise other disturbing questions. \,

Any given problem may inv0)111 only a few institutions, but the underlying

:(1.

----

":

issue whether colleges and universities h aye become unresponsive to legitimate

student needs -- affects the entire academic community. in light of this

cern, it,is important that all institutions take steps to affirm their cbmraitment-

to fair treatment of students. Current policies and practices should be reviewed,

and procedures improved wher'cer necessary. Institutions should also consider

ways to clarify and make more explicit the terms of the social contract implied

.

.

.

by the student's agreement to attekand the in'stitution's agreement to instruct'.

a

,

= New Expectations for,fair Practice

k
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Each has,rights an obligations that should be mutually and d. To prodote

that understal4in , the.tnstitution is resiwnslUle:for as thoroulh and

precise as possible in describing what policies it gas osen to follow and what"
4%. .

it expects from students regarding their' rights

,, /

. This docudent is 'intended to help Ans.ti,tutigns, review curren t pol

and practices affecting students in eight are

have recently come under riicigd:

A
I. Official Publications

II. Admiss ions and Rearu

III. Financial Assista
40'

Recotd Keeping

V. Instructional ms and Requirements

VI. Career Couns

VII. Grievance P oced res

VIII. Student Servit s and Student Conduct

the examples-of good'practi e offered in each of these areas are neither re-

quired nor recommended. ey simply illustrate approaches theE\tome institu-
.

tions have found suitabl to their circumstances.
. .

In the review of c rent procedures, two general prindipleg'of fairtreat-

cies

atttutiona activity' that

®,

ment should be given at ention:

Effective communi ation: the provision of complete and accurate

infoimatiOn on all pertinent aspects of institutional policy`

and practise. Essentially calling for "full disclosure," this

principle pplies both to the prospective student's needAor'

New Expectatio or Fdsr-Practice

1.7
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accurate information in making de isionsoabout college eRibll-

.

menu and io the enrolled stud& s need to be fully informed

about the requirements affe6ing program completion.

Fair practice :' the maintenance of responsible and fair pro-

.
S

cedures in all administrative matters affecting students.

This principle entails institutional responsibility to

1

provide efficient administrative s4Nvices,,:to "deliver"

se/ices and programs as described, and to maintain ade-

quate channels for hearing and resolving grievances.

*

Both:principle§ apply'to a wide range of procedural relations between
,

institutions and stu ents. In reviewing vresent practices in light of these
4: ,

principles, instil ona officers will need to-address several practical
, -

A
a.

matters: How can the adequacy of present practices be assessed? What addi-'

t.ional or revised procedures will be both workable and effective? And how

can the responsibilities of stud nts be better defiged and communicated?

)A broadly coordinated Pbvie may be necessary to consider such matters'
(

andto devel'v a new consensus on meaning of "fair and effective practice."

A joint committee, consisting of students, faculty, and administrators, might

be designated to weigh alternative approaches and to decide on proper balances

between institutional and student responsibilities.

Each institution can best translate the spirit of the suggestions offered

here into policies and practices suited to its own ircumstances and student

population. It is hoed that this document will fac itate review as a step

toward effective institutional response.

Ne'4) Expectations for FairPractice
"
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Ir OFFICIAL PkTCATIONS

Fa r practise impliesCareful attention to the accuracy of the informittion

provided in all official publications intended to tell students about the in-

stitution, its offerings, and its requirements. Such publications include col-
,

lege catalogs,.student handbooks, and course schedules, as well at all recruit-

ment Materials.

Manuscripts of publications should be carefully.reviewed to ensure that

the material is accurate and up-to-date and that the language can be readily

understood by prospective students' Special care should be taken to avoid mis-

leadinuftatements about institutional offerings and requirementsA whether by
1

omission of important details, use of academic jargon, or failure to note

restrictions.

Examples of Good Practice

The following illustrations care offered as exemplary procedures that might

be adapted by each institution to fit its own particular.circumstances.

o Establish committees to review manuscriptfof catalogs and other publica-

tions toensure that the information provided is accurate and up-to-date

on all basic terms of enrollment, including program offerings, tuition ,

charges and other financial obligations, and requirements for academic

progress. Any special requirements, ) exceptions to policy, or restrictions

sin stated offerings (e.g., enrollment limits, courses offered only in al-

ternate years) should be clearly stated.
./r

o Have students review catalogs and,other publications to identify ambiguous

or misleading statements and to. indicate topics that require fuller explanation.

New Expectations for Fail, Practice

19
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o

;s.

.

o

teview institutional statements of objectives p assure thAt general des-

c'riptioils of the institution, its purio!,es, intellectual envIrpnment, and

student culture are balanced and, restrained. y statement About the unique-

7'

ness'or superiority of the institution should b Adequatel supported and .

.

,
.

should not make os imply inaccurate comparisons ith other institutions.

Attempt to give a realistic image of the institution, incl ding its strengths

and llilitations, and of, typical student experiences. Institutional research

data might be used to describe general student characteri Les and experi-

ences (e.g<"-the proportion who live in 'Campus housing, fa .l a first-term

course, ma3or, in certain fields of study).

o Develop separate brochures, or sections of catalogs, to provide particular

subgroups -- e.g., part time students, tr4sfer students,
\
returning adults

with adequate informs on on institutional offerings and regulations appli-

cable specifically to them.
5

'00

learly explain all acadeieic terms that may not Ile"readily
-r

unders od by prospective students (e.g., accreditation status, distinctions

between degree and certific progra x, fferences between regular and ad-

junct faculty, residenc requirements).

o Review the atalog' effectiveness as a guide

for'enrolled students. Opportunities available o

titutional regulations

dvanced students

or special procedures applicable only to enrolled students (e.g.", change

of major, leaves of absence) should be adequately described.

I

New Expectations for Fair Practice

20
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II. ADMISSIONS AND RECRUITMENT

'Institutions thOtuld review their admissions )practices to ensure Ahat
'

6

I

_ 4
. , .

. all pertinent application requirements are clearly explained and that ade-

1

quate `regard is shown for efficient processing of applications and timely
*

notification. Recruiting material's -- especially films, rochures, posters,
14.

and advertising copy should be assessed for accuracy and balance.: They
, .

should effectively "tell the college's story," but also should provide true
AP '

images and pertinent facts. Continuivg efforczshOU'id be made to assure that

all admissions staff mimbers have accurate, up-to-date information about the

o' 4
institution and its edncational program.

4
r

Examples of Good Practice
ti

., i

The following illustrations are offered as exemplary procedures that might

..,

. be adapted by each institution to'fit its own particular cig*Nstances.

o Review e clarity and accuracy of existing descriptions of admissions

. e

requirAvents, application procedures and deadlines, and notification

dates' regarding acceptance.

o Offer clear explanations of Any special. admissions criteria, tests,

or other procedures by which incoming stuck!! are assigned to re-
.

medial instruction.
Students required to takd remedial' work should

be fully infotmed of its type and length. and of any restrictions

on enrollment in re lar courses while they are enrolled ip

reAdialcourses.-

.
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Provide applicants with statements of institutional policies gOverning

'C'

A

use.of waiting lists for admissions, methods of appealing admissions=
. 1

and financial -aid determinations, and procedures fdr reaPplyineor for

applying for second-term admissions.
.11

.'

Develop techniques (e.g,,,training sessiw, periodic review of educa-

tional programs) fort keeping admissions staff members-abreast of changes

in the insti'tution/s programs and facilities.

Establish informal mechanisms for peer-information
,
exchange. Prospe ,eve

and enrolled students might be given opportunities to. talk with one another,

or student-written accounts of the academic 'environment and campus life

might be made Available to prospective students.

. . t

Include a statemegit encouraging prospective app icants.to review pertinent

sections of the complete catalog in cases where pamphlets and other short,

materials cannot cover all'the basic information thlt students steed to

know about an institution.

Provide statements, in catalogs or separate notices7about,institutional

policies governing transferability of credit from other instifUgions,

credit for experiential learning, or use of the College-Leyel Eiamina-
c

tion Program.and other examinations. Such statemehts.should also

cover institutional policies aboUt the t under which courses taken

several years previously would be accepted a part of current degree

work.

41/

,

;

o
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III. FINANCIAL ASSISTANCE
r

-8 -

Institutions should provide prospective and enrolled students with the

best possible information and advice regarding probable costs, 'types of financial

assistance, and the financial obligations they assume when they eg'ro11,at the

institution or accept particular types of financial assistance. Tuition costs

and other fees should be fully described, partieu :rly when charges vary ac-

cording to program, level or type of study, rstudent status. Insofar as pos-

sible, students should be notified of lik y additional cos Nrik such as special
. . .

equipment or laboratory fees. Tie te for refunding tuition or housing charges

and for waiving certain requiremeng% should also be clearly explained.

A

Students should be clearly inforMed about all types of financial assistance

for which they are eligible. The various types of assistance might be specifically

compared, With the advantages and limitations of each highlighted and any restriC-
_

.tions outlined. Such comparisons should distinguish among institutional sources

and independent or governmental sources of assistance.

'Examples of Good' Practice

The following illustratiosis are offered as exemplary procedures. that might

be adapted by each institution to fit its .c;wn particular circumstances.

o Provide careful and complete statements of necessary procedures,
t
deadlines,

and notification dates'in applyidikfor financial aid. A separate effort may

be required to inform enrolled students about procedures, relevant to them in

applying for financial assistance.

o Review,descriptive statements and application forms for financial atd to en-

sure that students are given clear and predise information on the financial

Obligations of enrollment.

a
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o Develop 'brochures or leaflets that explain to prospective students in

termi readily understandable to Chem -- the advantages, limitations, and

.specific obligations of each type of financial assistance.

o Distinguish clearly between financial aid offered from institutional re-

4

sourceT and financial aid offered by federal, state, or odker noninstitutional,

sources that are available to students at almost all postsecondary institutions.nstitutions.

/
. A

o Initiate new, efforts to guide students in realistic financial planning. For
, ...

instance, estimates of the likely costs of books, laborata'ry equipment, field-

.,

work expenses, and so forth, might be developed. Case examples of such costs
?

4 A

. might be drawn from the experience of other students. Descriptive data on

previous classes could be collected and disseminated (e.g., proportions re-

ceiving vario34r types of finAcial assistance, average amounts of aid received

from each source, typical aid packages, earnings from part-time jobs).

O Review institutional policies and officLI)statements on refunding tuition

and fees and, where necessary, develop policies that provide for aki equitable

return of payments when students withdraw and for ac*uate notification of

V".

procedures in app]ying for a refund.

o. Develop, and Make widely available to prospectIte and enrolled students,

0
policy statements explaining how chadges in academic status (e.g.,, change

from full-time to part -time, study; transfer to another institution; termina-

$

tion of studies) affect the terms of the student's finandial obligations.

24
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IV. RECORD 'KEEPING
op.

,-Institutions should ensure that student rocords are accurate, up-to-

and secure. Efficient procedures should be maintained in handling records

ate,

anici

e-in providing students with reasonable access to their records. Formal stat

ments explaining institutional policies with respect to student records and

accounts miggt be developed and made widely available tp students; such stat
. .

ments should describe the institution's procedures for maintaining the confi-

e-

dentiality of records and should outline the limited conditions.under which

/$1solosure can be made.'

144

1

Complaint or appeal mechanisms should be available for resolving diff1=`"
.

4 .

h41 .,culties that students mayhave concerning their records. Vibe student's right

f to challenge, and request correction of, inforTation should bp.made clear.

In turn, institutional staff should be trained to administer correctly all

policies governing student access to recordi and challenges-'relating to their

records.'

Examples of Good Practice

The following illustrations are offered as exemplary procedures that might

be adapted ~by each institution to fit its own particular circumstances.

o Develop a policy statement, made available to all students, that describes

procedures whereby students may gain access to their official records
4

and accounts and affirms he institution's responsibility to resolve

promptly all questions about possible errors in the records. Such a

New.EXpectatigns for Fair Practice
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statement should include a bumm44zof the terms.,and requirements of 1.
-

tie Family Educational Rights and Privacy Act (the Buckley amendment).

e

0 Ellablish periodic review of current practices to assure efficient

PrOcedures in keeping student records accuratt and up-to-date.

Review procedures for keeping records and accounts to assure that

only pertinent inf d rmation is maintained.

Provide students with published schedule showing the amtrunt of time,

required under institunal procedures f 1- transmitting transcripts,

changing records, and recording the pious te;ficWork.

o Develop a policy statement affi ing the conf'dentiality of student

+ records,and explaining clearly the .conditions of their disclosure.

Such a statement might include examples of ,situations in which records-1-'-
44 .

will* be released to authorized persons.

26-
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V. INSTRUCTIONAL PROGRAMS AND REQUIREMENTS

InstitutionsshOuld effectively inform students about the full range of

programeo0ions available to them and about all institutional-and depart-

mtpAei\requiremens for academic progress and program completion. Descrip-

tive materials should note special programs and opportunities to waive Eer-.

., tain requirements. Fair Practice also requires that students/be given ade-9:

_.

-s--*'\

quate notice of any changes in requirements or programs. Insofar as possibpa,

} .
.-

such changes should not unduly impede the academic progress of students al-
.

ready enrolled. Informal complaint mechanisms should be readily amailli

)
e,

possibly, within each 'department, to students who have complaints about their

,.1

.

programs, instructors, grades, or other acagric mattets; stUdekts ,should, be

informed of these mechani ms and encouraged to discuss their-giisyances

initially through these channels.

Examples of Good Practice

following illustrations are offered as exemplary procedures that might

be adaptelby each institution to fit its own particular circumstances.

o Review current procedures to ensure that students are fully informed

about program offerings and requirements for completion of studies.

o Provide clear explanations of the options available for students to

fulfill program requirements by means other than those normally fol- #

lowed.f Such mean might include individually planned majors, Credit

for experiential learning, and substitutions among course requirements

to fit particular interests.

Ned Rxpectationa for ,Fair Practice
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tit

o Develop statements, "at the department level, describing each

of study, in terms of teaching methods, learning objectives, research

interests, and professional competencies of faculty, or its distinCtive

emphasis. Such departmental statements might incorporate institutional

research data on students in each department: theis interests,

0

rearning4schievements, and,competencies gained.

o Follow principles of fair practice regarding the status of students who

are affected by changes in or elimination of, academic programs. Such

policies should make explicit how 'the rights of.enrolled students would

be safeguarded when such changes are made.

o Inform students of the possible'g'dademic and financial consequences of

interrupting their studies. Such information might include statements

of institutional' policies for reapplying and returning to studies, of

requirements for completing particular courses in 'Sequence, and of

stipulations abo t the time allowed for making up uncompleted work.

o . Establish informs mechanisms whereby students may discuss complaints
Y

f

or academic Problems. Such mechanismmlight,include a special advisor

in each department.

II+

Cft
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VI. CAREER COUNSELING

As part of,its program of career counseling, each institution should make

continuing efforts to provide students with reliable and up-to-date information

on the careers in which they express interest. Careercounseling programs should

be directed toward giving students a rea istic picture of the employment market

in particular fields; such a picture might include projections of probable demand
A

ias well as current information on the nature of entry-level positions, on typical
/

lifelong career and earning patterns, and an the educational requirements for

each occupation.

Statements describing the services offered 4n the institution's career-

counseling or placement program might be developed and made available to all`

students. Such statements should accurately describe the nature and extent,of

the services and should note any charges for particular services and any restric-.

tions in offerings.

Examples of Goods-eractice

The following illustrations are offered as exemplary procedures that Wright

be adapted by each initttutton to fit its own particular circumstances.

o Provide interested dtudents with accurate, up-to-date information on the

employment prospects for college students majoring in various fields of

wstudy. Such information might include summaries of the job-finding experi-

ences of recent graduates and the interpretation of.findings from recent

surveys.an d projections.

o Help students develop career7planning skills that can be useful to them

throughout their adult. lives. Career information materials Might emphasize

New 1xpectations ,for Fair Practice
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k

the practical steps to be taken in making career decisions, the diverse

4 career patterns that people often follow, and the value of contingency'

planning and of investigating previously overlooked career options.

o Ildfd training sessions for students interested in job-seeking techniques

and planning for initial employment.

o Develop accurate and detailed statements that explain the services available.

°
to students from the institution's career - counseling or placement program,

noting f ly any services that are available only to certai

that,carry an additional charge.

tudents ror

o Develop descriptive materials on the effecdivenep of the institution's pre-

professionalpro ssional and other career-oriented programs in helping students realize

dhe r occupational objectives. Such materials4might include data A recent

graduates (e.g., the p portion in each prairim who enrolliafor advanced

study or who found employment in,the appropriate field; the proportion who

later changed their career plans or who did not complete the proghm).

Review and strengthen possible relations between the institution's career-

counseling activities and its academic advising.

o Offer vocational testing, analysis of career interests, and assessment of

strengths and weaknesses to those students who want this assistance in

choosing their academic ,program. .

30
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VII. GRIEVANCE PR EDURES

Fair practice ¶equires that students be provided with a variety of channels

".

r

for registering and discussing, their grievances and getting them resolved. Such

channels should ran e from informal mechanisms to handle minorlroblems as quickly

- 16 -

as possible to mote ormal structures to allow fora hearing and, if necessary,

appeals. Descript* information on existing complaint channels and on procedures

for using them sho be available to all students. The terms for confidential-
.

ity in handling gri nces should also be clearly explained.

Examples of Good Practice

The following illustrationsare offered as exemplary procedures that)might

be adapted by eacA institution to fit, its own particular circumstances.

o Review the adequacy of existing grievance procedures, formal and informal,

and revise them as necessary to conf9rm with standards of due process and

ptocedural fairness.

o Dissemiliate policy statements describing full, range of grievance mech-

anisms available to students, the procedur s involved in using them, and u

the persons whom the student should get in touch with to discuss problems
)

informally or to register a complaint.

Establish
Campus-information or other telep one numbers that students can

k

call for advice on the correct procedures f r liaridling particular problems,

whether academic or administrative$ OtherMe nsto.make students more aware

of'available grievance mechanisms --,and to mprove,their access to needed

information, advIce,-ad-counseling shoul also be considered and developed.

4
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o Develop informal complaint mechanisms within each academic department

to handle problems arising in connection with its instructional pro-

gram (e.g., examination policies, grading, faculty conduct).

o Edtablilhfan ombudsman system or a student advocate's office to deal

informally with a variety of academicand.administrative complaints.

o Monitor the nature and incidence of student erievances and the problems

connected with resolvtng them effectively. Such an activity Might in-

clude a periodic review,Of alternative methods for prompt and equitable

resolutiO'n of grievances.

ate 332
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VIII. STUDENT SERVICES AND STUDENT CONDUCT

Institutions should provide full and accurate descriptions of the

various services available to studentS under campus-housing, health-services,

or'other agreements. When changes in such services'must take Place -- whether

in level of services, in fees, or in policy *=.- adequate notification should .

be given and equitable adjustments made.. Restrictions in the availability of

services should be explicitly noted (e.g., restrictions affecting part-time

or nondegree students).

Students should also be given full information on institutional policies
;'

with respect to student co9duct, dress (if any), political activity, and parti-

cipation in extracurricular activities. Official expectations about student

conduct.Should be clearly described, as should the use of disciplinary proceed-

ings in connection with violations. Efforts should be made to acquaint students

with opportunities to participate in formulating policies affecting student

activities.

Examoles,of Good Practice fr-

The following illustrations are offered as exemplary procedures that might

be adapted by each institution tolfit its own particular circumstances.

o Review current policies and practices with respect to student services

to ensure that they are fair and that the services are provided effi-
,

ciently and in accordance with announced policies and 4escriptive statements.

o Provide students with accurate and up-to-date information on theservices

and extracurricular activities available.to them, including full explanations

of purposes, likely costs, and terms of eligibility. %
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o Review existing procedures whereby students can participate planning

6

and developing\stndent services and in formulating policies with respect

to student conduct.

Develop an institutional statement of the rights and responsibilities

of students as members oftthe college community. Such a statement

.

should include a description of the channels available for registering

grievances in conniction with such rights and responsibilities (see

Section VII .

.34
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